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GUIDE 

The GAMUT Policy Plus module provides a secure, centralized location for managing a district’s 
board policies. It enables staff to apply CSBA quarterly updates, create editable drafts, tailor 
language to district needs, and approve and publish policies. The module helps ensure the Board 
Policy Manual remains accurate, up to date and in compliance. The following sections provide 
step-by-step guidance for accessing updates, editing drafts and approving policies.

Accessing the CSBA Policy Update Releases

1.	 Log in to the GAMUT platform.

2.	 Hover over the Policies tab at the top right and select CSBA Communications.

3.	 In the left sidebar, select CSBA Policy Updates (or County Office of Education Policy Updates for COE GPP sites).

4.	 From the list of update releases in the main section, select the title of the target update.

Note: Each packet contains instructions at the top, supporting PDFs in the middle, and links to the updated policies 
in the Attachments section.

How to update policies in  
GAMUT Policy Plus
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Reviewing supporting documents

Supporting documents provide additional context and guidance for updating policies. Key 
documents include:

1.	 Update Guidesheet: Summarizes changes for each individual policy.

2.	 Mandated and Conditionally Mandated List: Outlines which policies are fully mandated or conditionally 
mandated, and specifies the circumstances under which each mandate applies.

3.	 Checklist: Highlights information about policies, including whether a policy is a new CSBA sample or recommended 
for deletion, which policies are on the mandated list, and which may require specific edits, such as selecting a 
required option or filling in blanks.

4.	 Packet PDFs: Three collections of the full policies are provided: a version with no CSBA Notes, a version with the 
CSBA Notes, and a version showing tracked changes that display differences from previous and current iterations 
of the samples.

Each supporting document should be reviewed prior to editing policies to ensure updates are applied accurately.

Reviewing attachments

The new Compare Policy icon opens the individual CSBA sample policy in a viewer next to either its correspond-
ing policy in the organization's manual, or next to another chosen policy, and shows the language differences  
between documents.

Each policy included in the update is listed in numerical order by policy code. 

	ۢ The Copy icon next to each policy opens the individual policy in the editor for editing. Saving and closing will 
then add it to the Work in Progress page. 
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	ۢ The Copy All Documents icon at the top of the Attachments list moves all policies into the Work in Progress 
page at once.

Using the Copy All Documents button

1.	 Select the Copy All Documents button.

2.	 Use the checkboxes in the dialog box to exclude any policies that should not be copied. Any remaining policies 
can be copied individually or in groups by using Copy All later. 

3.	 Click the Copy button on the bottom right.

4.	 Then access the Work in Progress section and select any copied policy to begin editing.

Accessing draft policies

Draft policies are housed in the Work in Progress section, separate from adopted policies.

1.	 Hover over Policies and select Work in Progress.

2.	 Click Reset Filter/Sort to ensure the list is organized.

3.	 Locate the draft by browsing or entering the policy code in the Code column.

4.	 Click the Edit pencil to open the draft.

The editor allows formatting, markup and tracking changes. Use the Undo button or CTRL+Z to reverse changes.
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Editing policies in Work in Progress

Policies copied into Work in Progress require basic edits, including removing notes and managing 
blanks and options.

Removing CSBA Notes

	ۢ Delete all notes using the Delete All Comments button.

	ۢ Individual notes may be deleted by selecting the note and clicking the delete icon.

	ۢ Notes may be revisited later by locating the policy in the CSBA Sample District Policy Manual.

Managing blanks and options

	ۢ CSBA uses highlights to indicate blanks to fill in and options to choose.

	ۢ Some blanks should be completed during the policy updating process, such as entering the name of a superin-
tendent or other local details.

	ۢ Some blanks are intended to remain empty, such as exhibits that are forms for parents or staff to complete.

	ۢ All highlights should be removed during editing so they do not appear in the final version approved for the 
Board Policy Manual.

	ۢ For options within a policy, select the option that applies, delete the options that do not apply, and remove 
highlighting from the selected option.

	ۢ When saving progress, scroll to the bottom of the page and choose one of the three Save and Close options. 
All three save the draft, but each returns to a different page on the site.

Draft policies can be edited collaboratively, but they are visible only to users with appropriate permissions.

Managing draft actions

Drafts can be collaboratively edited by GAMUT Policy Plus admin users. Only users with the appropriate permissions 
can view and modify drafts. 

Additional edits saved by any users will be saved in Version History as a dropdown at the top of the draft, noting 
the date, time and name of user who made the edit. 
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While editing, the tools at the top of the text editor can be used for formatting, markup and tracking changes. 
Use the Undo button or the keyboard shortcut CTRL+Z to reverse any unintended changes.

In the editing view of a draft policy, several actions are available at the bottom of the page: Delete Draft, Request 
Review by Association and Approved.

	ۢ Delete Draft: Selecting this option and then clicking Submit and View permanently deletes the draft. 
Confirm before deleting; drafts cannot be recovered.

	ۢ Request Review by Association: Selecting this option opens a text box where a question can be submitted to 
the CSBA Policy Team. This feature is best used for questions related to formatting, policy content clarification 
or procedural guidance.

	ۢ Approve: Selecting this option allows the draft to be approved into the Board Policy Manual as the updated 
policy language. To approve a draft:

	› Check the Approved box.

	› Enter the adoption date in the date field at the top right of the editing view.

	› Click Submit and View at the bottom right.

Policies can be approved individually, but when working with multiple policies from the same update packet, it is often 
more efficient to approve them in a batch using the batch approving policies process.

Batch approving policies

The GAMUT system allows users to apply the adoption date to add multiple policies into their 
Board Policy Manual all at once in a batch. 

1.	 In Work in Progress, select the Drafts tab.

2.	 Check the boxes for the policies that are ready for approval.

3.	 Click the Batch Update button (pictured below).
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4.	 In the pop-up menu, select Approve/Revise.

5.	 Enter the approval date in the date box.

6.	 Click Save and Close.

These policies are now updated in the Board Policy Manual.

Managing user permissions in GAMUT Policy Plus

To grant policy editing access to a user:

1.	 Hover over the More tab and select User Administration.

2.	 Open the desired user account.

3.	 Scroll to the User Permissions section.

4.	 Select the Policies permission tab.

5.	 Check Administer This Type.

6.	 Click Save and Close.

This user now has full access to edit and update the Board Policy Manual.


